5032x7ﬁ: O/
GQEORGIA DEPARTMENT OF HUMAN RESQOURCES

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
) RECORDS MANAGEMENT UNIT

*

For ‘instructions on completing’ ﬂus form contact DHR Records Managemant Umt 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4876 GIST: 221-4933

e

C DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
[ Application Date - . Div. of Pamily & Children Services Application Number
. 3/1/84 . Systems Management Unit : 8 171--/0 I
thcatlan Number T :711‘1'1““:, Av;a:,g'z - Room 317-H ‘ | Date Recaived m pll?etﬁ a4
tlanta, Ga. o - .y - X
B4-6 - ’ ' MARZ 7 1984 |
2. Person to Contact o 7 Working Title "ipp 0 4 1984 Telephone Number

—— ]

Howard Johnson ' Unit Chief 656-4410
= —
3. Action Requested - .
a. X Establish Retention Schedule; record will continue to accumuiate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [JAmend Applicstion No. Check One: [ Chenga; [ Supercede: [ Void
4. Datas of Series 6. Records Series Trtle . ollowed by title used in office; if different)
Eartiest Latest o .
| continuin ~__Public Assistance System (PAS) C.0.M, Reports
6. -Division snd Office Function What is the function of the Division snd the Ofiice in which this record series is created? -», |

The Division of Pamily and Children Services, through the leadership of the Director is
respénsible for administering, supervising, and regulating services to 1ndigent children,
adults,-and fapilies, State-wide; for serving as liaison with the Regional Office of HHS
concerning the status of the State Social Service Plan and for clearing policy questions"
and for working with DHR Offices and Division to resolve problems affecting the operation
of the Division.

The Systems Management Unit of the 0£f1ce of Management Information Systems is reaponsible
for managing all DFCS operation automated systewms used by the Division to aid staff in the
delivery of DFCS services; to provide technical assistance, technical training, and support
to State and District staff; and to act as resource backups to District and Local staff in
sonitoring the systems operation and in interpreting systens objectivea.

L

Documents relating to: maintaining a record of Public Assistance Sylten client eligibility
' and financial data.” ' . . . CoTe T

. - .. - .

[ taz - P PR H

Included are: (SEE ATTACHED LIST)

File is arranged: _—

7. Records Series Description Thu file oontmm tha following documenu finclude fnrm numbers and titles, if any ): Attach ar;;)?;bf tha file, ]

Alphabetically by report name; then by report da te.
8. Monthly Refarance Rats How often are records refarraa to wnich are: :
Dne to six months old ___2 ;  Seven to twelve months uld 1 ;  Thirtesn to twenty-four months old __0____ H

.______D ?

twenty-five months and older

9. Ar;ﬁ-ual Rate of Accumulation or Records

Lettersizalirawers . ; Legalxizecrswers ________; Shelves _ . _ ; Other (Specify) _1-2 cuble famy

N e . . o -
Form 4908 (7:78) = R (- T

r



YES | NO ] 10. Questionnaire  (Plece an X" in the proper eolumn} L. 1 Az.;‘:
. ks this the officisl copy of the serlas? . v . - B B \
X \ if not, whars s it? .~ . . - . ) ‘o
’— b. Does the series contain confidantiat Information requiring security handling? if yes, cite law or regulation. programs. i
205.50 Safeguarding information for financial assistance and soclal gervice \

Y c. s this a vital record? _ o
v d. Does this series have historical or long term resaarnh value? .
s. Whan one or two documents in the file make It necestary to luep the entlro file for s lono priod, could thass documents
X be scheduled sepstately? -
ly f. is the information contalned in this series mr published? If yes, sttach eopv o
9. Is the information contained in this nnes mr snatyzed and /or recordsd In a mmmrlzod report?
X | & if yos, sttach copy.  DFCS ANNUAL REPORT contains consolidated data !
‘B 1 h. Is there a duplicstion of this series in your offica, or in enother office or agency?
X if yes, where? 7
X I. Is this series for @ mejor portion of it] regularly microtilmed? ] B
X j. Does tha record series resuit in a computer printout?
11. Retention Requiremants The following réquires the serlas to be kept:
8. State Law _._3_.._._ years. n . d. Auditperiod o _mt_vm
b. Statute of limitation -— e 'ymaTy, ». Administrative need TS T v
¢, Federal law -3 yesrs. f. Federal retontion Instructions —_——_y8ary,

Artach copy or excerpt of aws or reguiations. Explain administrative need, -

Administratively, these recorde are needed to document Public Auiatance eligibllit; ‘
" and financial data. ~ S '
‘FPederal Regi.ster, Guide to record retention requirements, VOIume 42, Rumber 109 “6/1/ 197?
5.31 State and local agencies participating in public’ assistance programs L&S CPR 205 145
12. Approued Disposition Inltructionl Thu sgency recormmends that the file unnbecuto?fltﬂ\omdofmh ‘

" 1 catendar Yoar: -0 Fiscal Year: ¥ Other S a'.n,

Tl

" T MOk in the current files sres ' monthis} ’ yharis); then ]
U Transter ko local holding ares; hold ~ vearls);then "¢ ¢ oo
Tnnsfarm&mneoordl&nm hold — TP yeai(a)ithen Y v T _ ooy
DOﬂl’OY ST z S [ s T g . . KR
E'l Transfer to State Archives for permanent retention. R

Kl Other Specify)
Record Copy ‘ Reference Copies
PR _' . O S IR r_. IR ~7: Y i i iy A e [ TR
C.0.M, Security Original C,0.M. Duplicatea
Cut off file at the end all coples State, District, or County
of each calendar year; - -7 - DPCS Offices; retain untill no longer
transfer to State Records - .-~  ~ *needed for active reference;. then destroy
Center; hold 5- yeera, then S - : SARPRRES o S T
. de.trOY. i . I o ) - C- A , ! ) E H : 1. LA . TN
'ror preny ‘ﬂ-:,?)*‘hr:r.? S : - : - - Coet
' Sy 0Ty ' T - .- : " . R
Miﬂstfuctiomlpplytolll prior and future sctumulstions of the serlas, -« - e £ ]
Agancy Heed/Dasignes [Signature) - Dete Rteo [s Managemant Dfficer {Signature} ’
_%M% 3424 fanll/. /%W%«y 3//5s
_AM'G»/ 2/9

, State Records Oom ttos ~ (Signature) T """ Dete’
Recommendations in paugrnph [ -
12 sre spproved. Stats Auditor/Designes | y . 1\- 9q- g'{
(I disspproved, attach letter _ ' e - ]
of expiaration. . - Secratary of Sute/Designes W M, /3,15

Attorn!v General/Designes

Form 4998 (7-78)




Application For Records Retention 8chedule (continued) page 2

Included are: Computer Qutput Microfiche (COM) Reports-. Transacted and Expired
Authorization to Participate (ATP) Food Stamp Program List; Transacted Duplicate

ATP List; Food and Nutrition Service (FNS)-101; FNS-256; PNS-46; FPNS-259;
Consolidated Monthly ATP Register; ATP'as Transacted by Poat Office; State Client
Directory; County Client Directory; Medical Assistance Only (MAO) Demographics
(Demos) ; Fodd Stamp (FS) Demos; Aid to Pamilies with Dependent Children (AFDC)
Demos; Income and Expense Statistics by Case and Size; Case Tncome Statistics
Summary; Caseload Program Distribution; PS Grant Expense; AFDC Grant Expenditures;
Application and Closure Comparison; APDC Size of Payment Distribution; Client Act-
ivity Summary; Statewide Statistical Summary; PS Over Standard of Promptness (OSP)
Detail; APDC OSP Detail; MAO OSP Detail; Client Demo Trends; District Changes:
Transaction Register; Pre-Bill and Reimbursements (Reimburse); Reimburse Exceptions:
Reimburse Control; Fiscal Analysis; Reimburse Program Summary; Women and Infant's
Nutrition (WIN)/ APDC Ineligibility Report; Supplementary Security (SS) Eligibility
Report; WIN/AFDC Eligibility Report; AFDC Annual Program Summary; FS Annual Program
Summary; MAO Annual Program Summary; Mass Change S8; Mass Change Totals; Consol-
idated Public Assistance Statement; and related reports,

*




